Reports - Managers

Reports for Managers

Select Reports Manager from the Related Items pane.
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Click on the plus sign (+) to the left of the Report category to open the list of available reports.

Click on name of the report to select it. A description of the report displays, as well as drop downs for
selecting the criteria for the report.

Once the criteria is set, select Run Report.
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Roll-Up Geni ~ Description Displays detailed data about each employee's punches, duration, and pay code edits. Summary data

+ Follp Genie iz displayed per employee, totaling time and money by labor level and pay code (excluding combined
+ Scheduler pay codes) and then by pay code only (separately listing combined pay codes).
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The Check Report Status page displays with a status of “waiting”.

Select the Refresh Status button after a few seconds.

E Once status is “complete” select the View Report button.
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Reports - Managers

Report displays in the format below.

Time Detail Diarts Up 1o Drave: 1UE2016 2:42:53 PM
Tirme: Pericd: Current Pay Pariod Executed on: 1052016 2:42PM GMT-06:00
Cuary: Ad Hae Prinited o Jabtnh Manager
Al Adjussd: ‘Shaw hours credited 1o this period anly. Insan Page Break After Esch Employess: Mo
Employee: Exemptl, EdwardA [ 10101 Time Zone: Central
Status: Active Staws Dawe: 1712013 Pay Rule: ESMARS-EXEMEB-EXEMP-UNCLA 60A
Pramary Account Start End
001/0000/100010/1000110F1 8-~ 41602015 Forever
Date/Time Apply To In Punch In Exc Out Punch Out Exc Owvemide AdjEnt Maoney Day Totaled  Cum. Tot
Amaourt Amount Amount A A A
XifMove: Accouwrnt Comment A Wank Rule
11152016 8-00:00 AM 5:00:00 PM 800 8:00
114i2016 8:00:00 AM 5:00:00 PM £:00 16:00
115/20186 8:00:00 AM 5:00:00 PM B:00 24:00
116/2016 8:00:00 AM 5:00:00 PM B:00 32-:00
1172016 8-:00:00 AM 5:00:00 PM 800 40-00
118i2016 8:00:00 AM 5:00:00 PM £:00 48:00
1112018 8:00:00 AM 5:00:00 PM B:00 56:00
1nM2z01e 8:00:00 AM 5:00:00 PM £:00 64:00
1132016 8:00:00 AM 5:00:00 PM £:00 72:00
1142018 8:00:00 AM 5:00:00 PM B:00 80:00
11572016 8-:00:00 AM 5:00:00 PM 800 838:00
Labor Account Summany Pay Code Hours. Money Days
001/0000/100010/100011031 8-
REGULAR 8800
Pay Code Summary Pay Code Hours. Money Days
REGULAR 8800
Totals: 8800 $0.00 0.00
Employee: Managerl, Juniord 1D: 10301 Time Zone: Central
Status: Active Staws Dawe: 1712013 Pay Rule: SMARS COMP 60P
Primary Account Start End
001/0000/100010/10001/1 0386/~ 416/2013 Forever
DatelTime Apply To In Punch In Exc Qut Punch Out Exc Ovemide AdjEnt Money Day Totaled  Cum. Tot
Amaourt Amount Amount A A A
NirAdove: Accourt Comment At Wark R
11152016 8-00:00 AM 12:00:00 PM 4:00 4:00
1Miz016 1-00:00 PM 5:00:00 PM 4:00 8:00

View the Report by scrolling. The menu bar below will display when hovering the mouse near the bottom
of the page. The Page Up and Page Down arrows may also be used to scroll through the report and the
plus and minus buttons may be used to zoom in or out. Select the Save icon to save the report or the
Print icon to send to your printer.
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